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When editing postings in the upgraded RMS (PeopleAdmin 7), it is important to ensure that the posting is 
correctly “re-posted” to the RMS once the edits are completed.  The steps below outline the process for 
editing and “re-posting” a job posting.   
 
Note:  When editing and “re-posting” job postings, the changes will immediately be effective in the 
upgraded RMS (PeopleAdmin 7).  However, changes to job postings will appear in the postings that are 
aggregated in the HUB the following day.  So, if edits are made at noon on Tuesday, the edits will appear 
immediately in the upgraded RMS and will appear on Wednesday in the HUB.   
 
For a reminder of what the HUB is and how it works, click here. 
 
 

 
 
Step 1:  Editing A Job Posting 
 
To edit a job posting, pull up the job posting from the Postings (Main) tab at the top of the screen.  When 
the posting is open, select Edit next to the posting job title to edit the entire posting or select Edit at each 
posting section to edit that specific posting section.      
 
 

 
 
 
 
 
 
 
 
 
 

http://www.dhrm.virginia.gov/docs/default-source/rms/newhr-user-email---10.pdf?sfvrsn=0
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Then, make the necessary changes in the appropriate posting fields. 
 

 
 
 
When the changes have been made, select SAVE to save the changes.  Then, select SUMMARY on the 
left-hand menu to view the updated posting. 
 

 
 
 

Make 
necessary 
changes 
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Step 2:  “Re-Posting” An Edited Job Posting 
 
Once the posting has been edited, you will need to “re-post” the posting to ensure the changes are visible 
to applicants.  From the TAKE ACTION ON POSTING drop down menu on the right, select PUBLISH 
CHANGES FOR THIS POSTING TO THE APPLICANT PORTAL.     
 
 

 
 
 
Then, select SUBMIT. 
 
Now, the edits will be visible to applicants on the upgraded RMS (PeopleAdmin 7) site.  However, 
remember that the edits will not be visible on the HUB until the next day. 
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